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25X1A

CROAMIZATION .)ID FUSGTION

¢° '
S _OF THE. PRI ONNEL DIVISION

Reference: Chenges | %

- date

AT f e
1. OA.GM-IL.LPIO;J25x1A
There has been establi
Personnel Brench, a Person
personnel menacement i
hereby established i
cperalbing vections:

(activated)

) {iedical Zervices

) | Procurerent and
1) [ Transactions and

) Trdining vection

) Headcuarters znd

25X1A

QCIG Administrative Order
473 September 1946

\

sh the dmlaistrative and
be responsible for all
ens of CIfh  Thore is
-ivision Al following

\1 4

\

.

‘ by . o B . . ."\ A\ ! h
), Clussification and solary fdministition Lection
)y : !

i 5

vection (activated) \‘\
ssessment Section *(activated)
Lecords Section (activated)
(to be sctivateq)

Headquarters. \géﬁapllrnent (to be

AN / . ectiveted)
f \ ’,("5;) “ilavél Coumand (to be activatﬁl\)
/ \ (h)". Ex‘n}jloyeé«_{\‘.ela‘tions Section (t Jbetactivated)
i M"/\ % R S s\'ﬂ
2. REan;thinITIEs
} Y 0
! y f ,
t.._ nge*xwi1;11 ere established the functions and responsibilities
\ of the:above Sections: .
v\ ! i

Classification and »Sulé.’z‘y_, fdministration Section:
T

AN N o 3
(1) Evaluate x\e assisnment of duties and respon-
sibilibies in cohnec‘t:hgnfwith the establislunent and
classifigction of\ hositions in the departmental and
field service, in ‘accordence with the provisions of the
Classificition Act '\c'I\il923, as anended,

'\,\ (a)

3
: A 1
(2) Zsteblisn ‘sec‘l ilnintain formal written slleccation
standards end snecilitations of the duties and respon-
5ibilities of positions,

(3) rlan and effect a salary administration program,
with special ewphasis on excepted and unvouchered positions.,

(4) rPrepares studies and analysis of the utilization

of persomnel for use in connection with organizational
problems,
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Medical Services section:

(1) Develop and operate &n employees' health
pProzram, ‘ '

(2) 2rovide complete medical services for employees

including physical examination and x-ray, and the treat—
ment of 1llnesses snd injuries incurred in line of duty,

3) Operste dicpensaries and .CI'"3CNCY rooms,
s %7 v

frocurenient and .Lssesoment Section:

(1) Procure and &ssinn personiel required for
domestic and foreisn operations, including militery and

naval personiel, ILicison with bhe .ar Department and
Jdavy Department on the Jrocurement of service personnel.

(2) issiot operating officials in the establishment

of qualification criteria.

(3) Serve as liaison with personnel »rocurement
sources,

(L) 2len, orzanize and conduct psychological assess-
ment progrems to eveluste the chilities and qualifications

of employees and apolicants,

Trensaction wnd Records wection:

e,

(1) Certify, post, file ¢nd maintainm all personnel
files and records,

(2) Control the Processing of zll personnel actions
and documents pertaining to domestic and foreign employce

- (3) lpply current Civil Service Rules and Reguln tio
in the extccution anc Processing of personnel actions and
documents,

Treining Section:

(1) Orzanize and conduch orientotion, on-the-job
training and pest~employment programs for foreign and
domestic euployecs.

(2) rlan and execute the orientation program fer
employees., o,

(3) Prepare treininz and Procedural manusls for all
types of personnel, including stenographic and clericzal,

S

ns

i i
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(r) Heodquarters and Plnaaclqu11~tcrs Dotachment:

(1) Conduct cdministrative activities alffecting 211
military personnel agsigned for duty,

(2) Establish and maintain necessary personnel
records and discipline, and install and meintain adequate
stores of aupplies and equipment required by military
personnel, in accordance with military resulations.

(g) waval Comand :

(1) Conduct administrative activities affecting.all
vl personnel assigned for duty,

(2) Establish and mointain necessary personhel
records and discipline, and instell cnd meintuin adequate
stores of snpplies and equipment required by naval
personnel, in accordance with naval regulations,

(h) Employec Relations Section:

(1) Serve as licison between the employce and ‘the
operating officisls in conncetion with crployee adjust-—
ments.  Recomend remecicl actlon in morale cascs
involving the «geney end the employcc,

(2) Concuct the efficiency roting program, in

N 4eH

accoraonce with Civil Service rules and regulctions,

(3) Plan and conduct welfare activitios and serve
o8 licison with credit unions, hospitalization and
insurance organizations, organizational drives and
promotiontl cctivities, .

’ &
Executive fer Personnel
and Administrotion

Approved .For Release 2001/07/12 : CIA-RDP81-00728R000100050018-0
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RIS TICLED
October 196 CENTRAL IMTELLIGENSE GROUP

Co To Go ADLIHISTILTIVE ORDER -

ORGANIZATION AND FUNCTIONS OF THE PEIuOMNEL DIVISION

Reference: Chenres L to CIG Administrative Order
dated 3 Beptember 1946

1. ODGANLLLTION

There has been esteblished, within the .‘Cmiaistrative and
Persomnel Brench, a Personnel Jivision to e reunonulule fer all
personnel acnasenent functions and proovams of CIZ, There is

hereby estublLaAeﬂ within the Personnel Livision the following
operatbing vections:

(2) Classification and Lolary [dministrition .ection
(activated)

(b) lledical Zervices wection ‘(activated)

(¢) Procurement znd .ssessment Section (activated)

(d) Trensactions and Lecords Section (activated)

() Treining section (to be activated) '

(f) Headcuarters end Headquarters Detachment (to be
cetivated)

(g)  Havel Command (to be activated)

(h) Employee Felations dection (to be activated)

2. RELPOISIBILITIES

Herewith are established the functions and responsilbilities
of the atove Sections:

(2) Classification and Selery Adminisbreation Section:

-

(1) Evaluate the assijnment of duties and respon-
ibilities in connecticn with the establislment and
classificcotion of pesitions in the denartmental and
Ticld service, in accerdance with the previsions of the
Classificatibn Act of 1923, as cuernded,

2) Lsteblish aad L“lﬁt in formal written allocation
(2)

standards end specifications of the duties and res)Hon-
sibilities of positions,

(3) Plan and effect a salory administration program,
with specicl eirphasis on excepted and unvouchered positions.

(L) Prepares studies and analysis of the utilization
of personnel for use in comnection with organizational
problemns,
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(b) Medical Services bection:

(1) Develop and operate &n employees' health
Pro;zram,

P (2) Provide complete medical services for employees
‘ including physical examinction. end X=raéy, and the treat-
ment of illnessaes ond injuries incurred in line of duty.

(3) Operste dispensarics and emergency roomss

| : () Procurenent and ..ssestment Section:

: (1) Procure and &ssipn personinel required for

b ; domestic and foreisn onerations, inclading militery and
; ‘ navel personnel, Lisison with the .or Deparbtment and
Hevy Departuent on the “rocurement of service personnel,

(2) Assiot operating officials in the esteblishment
of qualification criteria,

(3) Serve as liaison with personnel srocurement
sSources. '

(L) flen, organize and conduct psychological assess—
ment progrems to eveluate the abilities and qualifications
of employees and apolicants,

(d) Trensaction wnd Records section:

(1) Certify, post, file znd meintain all personnel
files and records,

(2) Control the wrocessing of &1l personnel actions
and documents pecrtaining to domestic and foreign employees.
2 i {3) ipply current Civil Service Iules and Regule tions
: in the exccution and processing of personnel actions and
cocumentc .,

j (e) Troining Section:

. (1) Orzanize and conduct orientztion, on-the-job
training and nest-esployment programs for fereign and
domesbtic euvloyees.

(2) rlan and execute the orientation program fer

‘ employees, -,

3 Srepare training and procedural manuels for all
b 5} Iy
. -bypes of persennel, including stenographic and clerical,
s ry ] ! S [ERd
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Heodquarters and Headquarters Detachment:

- (1) Conduct sdministrative activities affecting 2ll
military personncl assigned for duty.

(2) Establish and meintain necessary personnel
records ond diseipline, and install and maintoin cdequate
stores of supplies and equipment required by military
personnel, in accordance with military regulations.

Naval Command:

(1) Conduct administrative aetivities affecting.all
navul personnel assigned for duty.

(2) Esteblish and maintain necessary personhel
records and discipline, and instell snd maintoin adequete
stores of supplies and cquipment required by rnuval
personnel, in accordance with naval regulations,

Employce Relations Scetion:

(1) Serve as licison between the employce and the
operating officicls in conncction with enployee adjust—
ments, - Recomacnd remedicl action in morale cases
invelving the cgenéy ond the employcc. !

(2) Concuct the efficiency roting program, in
accordacnce with Civil Service rules and regulstions,

(3) Plon and conduct wiclfare activities and serve

28 licison with credit unions, hospitalization and

insurence organizations, orgonizational drives and
promotionzd cctivities,

25X1A

. :olonel, C.i
‘Executive fer Personnel
.and Administration
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TOP SECRET SECRET CONFIDENTIAL (&gSTRICEED> UNCLASSIFIED
(Sender will circle classificat{6H T6H and Bottom) ‘

CENIRAL INTELLIGENCE GROUP
INTER-OFFICE ROUTING SLIP
Revised 10 Sept 19/

FROM

TO | INITIALS | DATE

DIRECTOR OF CENTRAL INTELLIGENGE "y
{

EXECUTIVE TO THE DIREGTOR /

>( | 25X1A

A

SECRETARY TO THE DIRECTOR

e
EXECUTIVE OFFICE: ASST, EXECUTIVE DIRECTOR

-
ADVISORY COUNGIL //
EXEOUTIVE FOR PERSONNEL & ADMINISTRATTON| L
CENTRAL REGORDS
SECRETARY, NIA
X CHIEF, INTERDEPARTMENTAL STAFF s
ASST. DIRFCTOR, SPECIAL OPERATTONS
ASST., DIRECTOR, RESEARCH & EVALUATTION
ASST. DIRECTOR, COLLEGTION & DISSEMINATTON
CHIEF, SECURITY BRANCH
il o
___ APPROVAL —_ INFORMATION —_ DIRECT REFLY
| ACTION ___ RETURN | —_ COMMENT
— RECOMMENDATION —PREPARATION OF REPLY __ prrp
o STNATURE — CONGURRENCE —__ DISPATCH
REMARKS:

TOP SECRET . SECRET CONFIDENTIAL‘ RESTRICTED UNCLASSIFIED v

. 018-0
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CENTRAL INTELLIGENCE QROUP OP SECRET ,If'l' CONFIDENTIAL
. pproved For Release 2001/07/124 -RDP81 007 8R000100050018 0
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DISPOSITION :QRM Rl -
= PN~ R
w37
FROM | TO | DATE 8 Cotober 1946 FROM | TO | DATE
DIRECTOR OF -CENTRAL INTELLIGENCE CHIEF, CENTRAL REPORTS STAFF
DEPUTY DIRECTUR, C.I.G. W. Europe~Africa iiranch
ASS ISTANT TO THE DIRECTOR E. Furope-USSR Branch
SECRETARY, N.l.A. Middle Cast-India Branch 25%4
X Exodutive Director Far East-Pacific Bransh A
CHIEF OF QPERATIONAL SERVICES western Hemisphere Branch
X Act'p. Chief, ICAPS
CHIEF, CENTRAL PLANNING STAFF ADMINISTRAT'VE OFFICER
Policy & Review Branch Personnel Branch
Informat ion Branch Budael & Fiscal Branch
Intelligence Branch Administrative Services Branch
Security Branch Central Records
Support Branch Security Branch
REFERENCES: E‘NCLOSURES: ACTION —_ DIRECT REPLY
. Chenges 4 to CIG Draft of CIG Admin. '
s . OMMENDAT LON OMMEN
Administretive Order |Order Noe =-== re RECOMMENDAT COMMENT 25X1A
B coted 3 Sept. |"Orgenization &
: s S IGNATURE. FILE
- 1946 Functions of the
: Persormel Division
I NFORMAT | ON NOTE
RETURN MAIL
PREPARAT ION OF REPLY -
REMARKS:
25X1A
Attached draft is concurred in,
Acting Chief, Interdepartmental
Coordineting and Planning Staff
(Continue "Remarks" on back, if necessary)
TOP SECRET SECRET CONFIDENSIAL RESTRICTED
RESTRICTED es)




s o v Ve -
ArropyeddronReleass 2801/07/12 : GHyRPRE1-00728R000100050018-0)y orntip

(Sender will circle classification Top and Bottom)

CENTRAL INTELLIGENCE GROUP
j INTER-OFFICE ROUTING SLIP
1 Revised 10 Sept 194

10/7/L6
FROM | T0 | INITIALS | DATE
___ |DIRECTOR OF CENTRAL INTELLIGENCE
EXECUTIVE TO THE DIRECTOR
SECRETARY TO THE DIREGTOR
| . EXECUTIVE OFFICE: ASST. EXEGUTIVE DIRECTOR| 2
’ ADVISORY COUNCIL
, x EXECUTIVE FOR PERSONNEL & ADMINISTRATION
I CENTRAL RECORDS
| SECRETARY, NIA STATINTL
: CHIEF, INTERDEPARTMENTAL STAFF 1| (att:
. } ASST. DIRECTOR, SPECIAL OPERATIONS -

ASST, DIRECTOR, RESEARCH & EVALUATTON
J ASST. DIRECTOR, COLLECTION & DISSEMINATION
CHIEF, SECURITY BRANCH
; :

. 2 APPROVAL : ____ INFORMATION ___ DIREGCT REPLY

 ___ ACTION ___RETURN _1_ COMMENT

- ___ RECOMMENDATION —__ PREPARATION OF REPLY ___ FILE

- ___ SIGNATURE —_ CONCURRENCE ___ DISPATCH

REMARKS:

TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED

- Approved be Release 2001/07/12 : CIA-RDP81-00728R000100050018-0




STATINTL

|
-
| 2

nﬁiﬁm FORM 1o, 04 i ’ :
pproved For Release 2001/07/12 : CIA-RDP81-00728R000100050018-0.

*'Oﬂice Memorandum + UNITED STATES GOVERNMENT

10 . DATE: 1 October 196
Executive for Persornel and Administration
BROM 4 Edward R. Saunders, Chief, Finance Division %

SUBJECT: .
J Proposed Procedure Issuance

1. There is transmitted herewith the orisginal and one copy of a
draft of a CIG Administrative Order covering the organization, functions
and responsibilities of the Personnel Division. This draft was developed
in the Personnel Division and has been reviewed and approved by the

Chief, Personnel Division.

2, Will you kindly review this draft and if you consid

er it to be

satisfactory please approve and release.
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Qotobor 1946
CENTRAL INTELLIGINCE GROUP ‘ 25X1A

c. I. G. /.nmmsmanv»-

ORGANIZATION AND FUNCTIONS OF THE +HSONKEL DIVISION

Roleronce; 4 to CIG Administrative Order
dated 3 September 1946

1. ORGANIZATION

25X1A

Thore hap beon established,within the Administrative and Personnel
‘Bronch,a Personnel Divisiom to be responsible for all personnel manage-
mont funotions and programs of CIG. There is horeby established within
the Personnol Division the following operating Sections;:

a) Classifioation and Salary Administration Section (activated)
gb) Medical Services Seotion (motivated)

(o) Proourement and Assessment Seotion (activated)

(4) Transactions and Records Section (activated)

(o) Training Seotion (to be activated)

(f) Headquarters and Headquarters Detachment (to bo activated)
(g) Naval Command (to be activated) ‘

(h) Employee Relations Section (to be activated)

2. RESPONSIBILITIES

Herewith are established the functiomns and rosponsibilitiss of the
sbove Sections;: ‘ ‘

(a) Classification and Salary Administration Seotion:

(1) Evaluate ghé assignment of duties and responsibilities
in connection with ths estabiishment and claseification of
positions in the departmental and field service, in accordanoce
with the provisionsiﬁg the Clessification Aot of 1923, as amended.

(2) Eatabliah’aﬁ?fﬁuintnin formal written allocation
standards and specifications of the duties and responsibilities
of positions. ‘

(83) Plan and effect a salary administration program, with
special emphasis on excepted and unvouchered positions.

(4) Develop and maintain a sound organization through
studies und analysis of the utilization of personnel.

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050018-0
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(0)

(d)

(o)

Medical Sorvices Section: '

(1) Develop and operate an employves! health program.

(2) Provide ocomplete medical mervices for employees
including physical examination and x-ray, snd the treatment
of illnesses and injuries inourred in line of duty.

(3) operate dispensaries and emergonoy rooms,

Proourement and Anaebnment Section:

(1)  Prooure and assign personnel required for domestic
and foreign operations, imcluding militery und naval personnel.
Liaison with the War Department and Navy Department on the
procurement of service personnol.

(2) Assist oporating offiocials in the estublishment of
qualification criterisa,

(3) Serve as limison with personnel procurement sources.
(4) Plan, organize and conduct psychological assessment
programs to evaluate the abilities and qualifications of

employees and applicants.

Transaction and Records Section:

(1) cCertify, post, file and maintein all personnel files
and records.

(2) Control the processing of all personnel actions and
documents pertaining to domestic and foreign employees.

(3) Apply current Civil Service Rules and Reguiations in
the execution and processing of persomnnel actions and documents.

Training Section:

(1) Organize and conduct orientation, on-the-job training
and post-employment programs for foreign and domestic employees.

{2) Plan and exscute the orientetion program for employees.

(3) Prepare training and procedural manuals for all types
of personnel, including stenographic and clerical,

-
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Headquartors and Houdquarters Detsohment:

(1) Conduct administrativo activities atfeoting all

‘military personnel nssigned for duty,

(2) Establish and maintain necessary personnel records
and diseipline, and install and maintain adequate atores of
supplies and oquipment required by military personnel, in
accordance with militury regulations.

Naval COmmnndi

(1) Conduct administrative activities dffecting all
naval personnel assigned for duty.

(2) Establish and maintain necessary personnel records
and disoipline, und install and maintain adequate stores of
supplies and equipment required by naval porsonnel, in
accordance with naval rogulations.

Employee Relatisns Section;

(1) Serve as limison between the employes and the operating
officials in conneotion with employee adjustments. Recommend
remediel action in morale omsos involving the agency and the
employee,

(2) Conduct the efficiency rating program, in accordance
with Civil Service ruley and regulations.

(3) 7Plen and conduoct welfare activities and serve as
liaison with credit unions, hospitalizstion and insurance
organizations, organirational drives and promotional activities,

-

”

() &

-3 -
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RESTIICTID
October 1946 CENTR.L LITELLIGENCE GROUP

Co 1. O, ADULHISTRUTIVE ORDE_

ORCANIZATION /D T'ULCTIONS OF THE PEPSONWEL DIVISION

Reference: Chenres L to CICG Administrative Order
dated 3 September 1946

L. ODGANILLTION

There has boea established, within the Cministrative and
Personnel Brench, a Porsonnel Divicion to be responsible for all
personnel mencoement functions and procrams of CIG, There is
hereby establisied within the Yersonnel . <ivision the following
operating wections:

@) Clussification and wilary ldministrotion wection
(activated)

) tledical cervices vection (activated)

¢)  Procurement cnd ssessment Section (activated)
d) Trensactions.and Lecords Section (activated)

e) Treining section (to be activated)

) Headruarters end Headquarters Detachment (to be
cetiveated)

(g) davel Coimand (to be activated)

(h) Eaployee felations bection (to be activated)

2. RECPOISTIBILITIES

Herewith are established the functions and responsibilities
of the above Sections:

(2) Classification and Sulary Administrotion Section:

(1) FEvaluate the assinment of dutlns and respon-
sibilities in connection u:th the establisiment and
classificction of positions in the departmental and

Tield service, in accordance with the provisions of the
Claossification Act of 1923; as amended.

(2) Lsteblish and ilnintain formal written allocation
standards and spzcilications of the duties and reson—~
s5ibilities of positions,

(3) Plan and effect a salory administration program,

with speciel emphasis on excepted and unvouchered positions,

DK rrepares studies and analysis of the utilization
-of personnel for use in corhectlon Jltl organizational
problens.

25X1A

25X1A

EFFECTIVE 30 JUNE 1947 CIG ADMINISTRATIVL O?EERS WILL ?”MAIN IW FORCL UNTIL

. CANCELLED_OR_ _SITERRIENEN..... .

&

)
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(b)  Hedical Services bection:

(1) Develop and operate &n employees' health
projram,

(2) Provide complete medical services for employees
including physical exemination cond x-ray, and the treat-
ment of illnesses ond injuries incurred in line of duty.

(3) Operste dispensaries cond ©.ICIZCNC, Iooms .

i

(¢) rrocurcuent and ..ssesciaent Section:

(1) Procure and ssoign personncl required for
domestic endd foreisn operations, including military and
navel personnel, Liecison with the .or Depertment and
davy Department on tie srocurement of service nersonnel,

(2) .ssist operating officicls in the establishment
of qualification criteria.

(3) . Berve as linison with personnel »rocurcment
sources.

(L) 2len, organize ond conduct psycholopical assess-—
ment progreams to eveluste the ebilities znd qualifications
of euployees and apolicants,

(d) Trensaction wnd Records wection:

(1) Certify, post, file and maintoein all personnel
files &nd reccords,

(2) Control the processing of all personnel cctions
and documents pcrtaining to domestic and foreign cmployees.

(3} loply current Civil Service Iules and Reguln tions
[ el 5}
in the exccution and processing of personnel actions and
cdocuments,

o) Troiaing Section:
(o) z

(1) Orzanize and concuct orientotion, on~the-job
treining and pest-employment programs for fereign and
domestic euployees,

(2) flan and execute the orientation program fer
employees, . v

(3) ~Prepare training end procedursl manuels for all
types of »ersonnel, including stenographic and clerical,

s
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(£) Heodquarters ond Hoadquartcrs Detachment:

(1) Concuct :cdministrotive activitics uffcctlnv all
military personncl ascigned for duty.

(2) Establish and maintain necessary personnel
records end diseipline, and instell and maintain adequate
stores of auppllos and equipment required by military
personnel, in cccordance with military rcgulations.

(g) Haval Comumnd:

(1) Conduct administrative activities affecting.all
aval personnel assigned for duty.

(2) Estoblish and meintain necessary personhel
records ond discipline, and instell snd maintuin adequate
stores of snpplies and equipment required by naval
personnel, in accordance with naval rcgulatlons.

(h) Employce Relations Section:

(1) erve as licison between the employec and the
opcrat*n” officicls in conncction with cnployec adjuste
ments. - Recomsend remedicl action in morcle cascs
involving the cgency ond the enployec.

i : (2) Conduct the efficiency roting prosram, in
i accordannce with Civil Service rules and regulations,

(3) Plon' and conduct welfore activities and serve
| v os licison with credit unions, hospitalizntion and
} insurence organizations, orzonizationsl drives and
! promotionzl activities,

25X1A

. Colonel, CAC
. Executive fer Personnel
and Administration
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